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I. Introduction

a. Background:
Over the last several years the desire of the court has been to streamline
the filing process for attorneys and trustees by reducing paperwork,
lowering costs, and reducing the personal appearances attorneys, trustees,
and their staffs are required to make at the court. Early attempts at
electronic filing (e-Filing) have been made including the use of email and
the submission of data only. These approaches proved unsatisfactory
largely because the absence of a visual representation created
unacceptable quality control problems and additional work for court staff.

This current approach to e-Filing requires submission of a Portable
Document Format (PDF) image via the Internet. It is a comprehensive
document submission and management system to effectively manage and
process submitted documents.

b. Eligible Documents:

e All documents in all chapters and related proceedings are eligible for

electronic filing with the following exceptions:
o Documents to be filed under seal
o Documents filed by parties without legal representation

These documents shall be filed conventionally until further notice.

c. Benefits of e-Filing:

e Convenience. You can file 24 hours a day, 7 days a week, 365 days a
year from anywhere that you can connect to the internet.

e Security. Transactions are encrypted and transmitted over secure lines
to ensure confidentiality

e Manageability. Full history and reporting of submissions available at a
click of a button

e FEase of use. Case number, document type, and the electronic
document is all that is required to e-File.



II.

I11.

e Reduction in paperwork. Filing party no longer has to print the
document for filing and the Court no longer has to scan the document
filed.

o Cost reductions. Reduces the need for postage, paper copies and
messenger/courier services.

e Proof of filing. A confirmation is issued when document submitted is
received and accepted.

Electronic filing hardware and software requirements

To file cases and documents electronically, a user must have certain computer
hardware and software, as well as access to the Internet. In most instances,
you likely have all the hardware and software you will need in order to
participate in the e-Filing program with the one exception of the PDF file
creator. More about that later.

To be certain as to what you need, required minimum and optimum
specifications for electronic filing are provided in Exhibit 1. Required
minimum specifications should be used to predict whether or not your existing
hardware will perform adequately. Recommended optimum specifications
should be used as a guide for those purchasing new equipment and services.

Required minimum and optimum specifications are subject to change and it is
likely that faster, greater capacity equipment will be needed in the future.
Therefore, users are encouraged to purchase the fastest computers and
connections they can within budget constraints, even beyond what is
recommended. Updated system specifications will be posted on the court’s
Internet web site at www.caeb.uscourts.gov.

Registration for Electronic Filing

Before you can access and use the court’s e-Filing Web application, you must
submit a completed registration form to the court and obtain a court issued
user name and password. The registration form is located in Exhibit 2.

The registration form is also available on the court’s website. Approved users
will be assigned a username and password to access the e-Filing system. Users
will be notified of assigned user name and password by phone or e-mail.

Also on the court’s website is the Authorization for Payment of Fees by Credit
Card form. This form must be filled out before you can submit fee based
transactions to the court.


http://www.caeb.uscourts.gov/data/formpubs/EDC.002-320.pdf
www.caeb.uscourts.gov
http://www.caeb.uscourts.gov/data/formpubs/EDC.002-300.pdf

IV. Document Creation and Formatting

Documents may be created using any word processing application, however all
documents must be converted to Portable Document Format (PDF) prior to filing
electronically with the court. If you attempt to upload a non-pdf file an error
message will display.

Documents shall be prepared in compliance with Local Bankruptcy Rule 9004-
1(a), as well as the court’s Revised Guidelines for the Preparation of Documents,
Form EDC 2-901.

Every signature line will have to indicate a signature. Options under
consideration include typing “/s/” followed by the name of the person signing the
document, scanning the signaturg page, and inserting an image of the signature in
the document. Additionally, retention of executed originals of all pleading and
other documents signed under oath\will be required. Additional information
concerning signatures and retention\pf original executed documents will be
provided in the administrative proce

1s8 Jmotion text of response to mption text of response to motion text
19 Jof response to moticon Text of \response to moticn text of response
20 Jto motion text of response to mof\ion text of response to motion Text
21 Jof response to motion text of relponse to motion text of response

22 Jto motion text of response to motion Text of response to motion text

23 Jof response to motion text of respo

24 |Dated: Rugust 18, 2003 FRefpectfully Submitted,
25 Qffice of John H. Smith
26 By: /=/John H. Smith

Aitmrney for Debtor

PROOFREAD THE DOCUMENT BEFORE AND AFTER YOU CONVERT IT
TO PDF. Make sure all blanks in the documents for dates, times, amounts, etc.
are filled in, especially if the document was created using a form. For verified
pleadings that are not scanned, type in the information applied to the executed
document, such as a date and a notary’s stamp

When creating documents in a word processing application, you may wish to
consider the creation of a folder for each case in which to save the documents, as
well as the messages you will receive back from the court. To easily track



documents that are not part of a batch upload, you may also wish to consider
development of some type of file naming convention. For example, you may
want to use the case number and abbreviations for the type of document being
filed. (i.e. 322345rs is the equivalent of case number 03- 22345 Motion for Relief
from Stay). For documents that are a part of a batch upload, there is a strict file
naming convention for each type of document accepted by the court. Please refer
to Exhibit 6 for instructions on naming batched PDF files, or Exhibit 7 for a
quick reference guide to the batch e-Filing naming conventions.

V. Creating the PDF document

The simplicity of e-Filing will easily change the way many attorneys and trustees
will do business with the court. Being able to file from anywhere there is an
Internet connection, 24 hours a day irrespective of weekends or holidays, makes
e-Filing a very compelling alternative to conventional document filing. The
process begins with the creation of the PDF document.

Remember that the court accepts electronic documents in only one format, PDF.
All documents must be converted to PDF before being submitted to the court. The
reason for requiring files to be converted to PDF is that PDF is a true visual
representation of an original document. It retains original document pagination,
formatting, colors, and fonts. PDF is the perfect choice for document submission
and is the mandatory file format for electronic filing.

There are two primary methods for creating PDF documents: by formatting text
documents into PDF at the time of creation OR by scanning imaged documents
from paper into PDF.

a. Creating PDF documents by formatting text documents from a word
processing package

The optimal method for creating a PDF document for filing in CM/ECF is a
simple method: create it directly from a word processing application using Adobe
Acrobat’s PDFWriter. PDF files created in this way have the advantage of a
much smaller file size than documents that have been scanned. This is the
preferred method for creating a PDF file from a word processing application.

Conversion of most word processing documents to PDF format is relatively
simple depending on the word processing program being used. As a general rule,
it is no more difficult than sending your document to a printer to be printed or
scanning a document not in word processing format.

While we recommend that you purchase a copy of Adobe PDFWriter/Acrobat
Distiller for creating PDF files, we do recognize that the newer versions of
WordPerfect have built-in PDF generation capabilities. Our lab tests have proven


http://www.caeb.uscourts.gov/whatnew/e_filing.asp?#
https://efiling.caeb.uscourts.gov/BatchEfilingNamingQuickRef.pdf

however, that PDF files created with the WordPerfect PDF generator do not
consistently produce a true representation of the original document®.

Of the two packages Adobe offers, PDFWriter is the better choice mainly because
the size of the file created by PDFWriter is smaller. Consider the following: We
created a 12 page MSWord document consisting only of text and converted the
file to PDF using both PDFWriter and Distiller. The file size for the PDFWriter
file was 40 KB and the file size for the Distiller created file was 157 KB. While
the amount of time needed to create the PDF file was not significant for such a
small file, please remember that as more pages are added and especially as images
are embedded in the file, the size of the file and the amount of time required to
create and send the file to the court increases dramatically.

While PDF files are required for submission, TIFF is another format developed to
create electronic images of paper documents. It continues to be widely used in
the industry for electronic document production by scanning paper. As long as
the court document processing workload continues to involve scanning a
significant amount of paper documents, TIFF will continue to be the Court’s
official internal image format. All PDF documents submitted will be converted to
TIFF for storage and retrieval. The PDF format was chosen for its ease of
generation and compatibility with most existing word processors.

For WordPerfect version 9 and 11 WITH Adobe software installed

e Open the document to be converted.

e Select the PRINT option and in the dialog box select the option to change
the selected printer. A drop down menu with a list of printer choices is
displayed.

e Select Acrobat PDFWriter or Acrobat Distaller.

*Note: Documents created in WordPerfect 9 using symbol fonts and converted to PDF
format using Acrobat Distiller will be corrupted when transmitted to the court.



pant 2|

rPrinter
Mame: 56 Acrobat POFWriter - Properties |
Status: 8 Y \FS2KPRT L. caeb. cired, don\HPESS0GN jrus - : :
o 558 \\FS2KPRT 1\ HPShboyz Find Printer... |
i 58 Acrobat Distiller ] )
where: - [ Print ko file
Camment: ™ Manual duplex
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o Current page " Selection
" Pages: v Collate
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Print what: IDocument j rZaam
) Pages per sheet: 1
Prink: IF\II pages in range j HES pEr S I page j
Scale bo paper size: INC. Scaling j

Opkions. ., (o]'8 I Close |

¢ Click “OK”. The file will not actually print; instead the option to save the
file as a PDF format file appears.

Savejn:llfa‘ Ken ﬂ = £ E-

| =) Download

| eFiling

@TestPreview

'@e-ﬁling w3, ODistiller, pdf
T e-filing v3POFWriter pf

File name: — |2001-21234 pdf Save |
Save as type: IPDFfiIes [*.FDF) j Cancel |

Edit Document [nfo. | ™ “iew PDF File

e  Name the file.

. Click “Save” to convert your word processing document to a PDF
document.

e  Note that your original word processing document still exists.



For WordPerfect version 9 and 11 WITHOUT Adobe software installed

NOTE:

Content corruption seems to be a frequent occurrence when
using this method. We do not recommend this method.

However, if this method has to be used, more extensive

quality control measures must be practiced by your firm.

e Open the document.
e Click on the File menu and select, Publish to PDF.

WDrdPerfect 11 - H:\wordperfect PDF conversion instruckio
F.| File Edit “iew Insert Formak Table Tools  wWindow  Help

N Mew Chrl+m
——  Mew from Project... Ckrl+Shift+r
ﬁ Mew XML Document, ..

o QpEM... Chrl+0
Close Chrl+F4
Save Chel+5
Save Bs... F3
Properties. ..
Signakure b
Docurment 3
Page setup. ..
Print. .. Ckrl+P
Print Preview

Publish To 4 HTML. ..
Gend T »

ML

1 POF conwersion instruckions, wpd
2 UMITED STATES BAMKRUPTCY COURTEASTERM DL, -
3 bkseal.jpg

4 BKSEAL \WMF,wpd

5 Copy of BKSEAL.\WMF wpd
6

7

g

9

EDGAR...

atkorney[1].wpd
monthly programmed absence calendar .wpd
Mew CO-rom.wpd
Copy of [eija.wpd

Ezik Ale+F4

Save the file as a PDF file, giving it a .PDF extension.

The file is now in Adobe PDF format under the newly designated

name, and the original document remains in its original form under the
original name.



For Microsoft Word WITH Adobe software installed

e Open the document to be converted.

e Select the PRINT option and in the dialog box select the option to
change the selected printer. A drop down menu with a list of printer

choices is displayed.

e Select Acrobat PDFWriter or Acrobat Distiller.

rPrinter
Tame: 58 Acrobat POFWriter - Properties |
Stabus: 58\ \FS2KPRT 1, caeb. circd, don\HPESS0GN jmus =] : :
.y 558 1 |FSZKPRT1IHPSHboyz Find Prinker... |
St b Acrobat Distiller ) ]
wyhere: & e rbat PORMer [ Print ko file
Comrnent: ™ Marual duplex
Page range —{ =
o )l TFIOmbEr oF Copies: |1 E‘
9 Current page " Selection
" Pages: [v cCollate
Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12

Prink what: IDDcument j
Prink: I.ﬁ.II pages in range j
Opkions. .

£0am

Pages per sheet:

I 1 page

=

Scale ko paper size: IND Scaling

[

[ o 1]

Close |

e C(lick “OK”. The file will not actually print; instead the option to

save the file as a PDF format file appears.
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Save_in:llﬂ' Ken j L % ER-

DownLoad

eFiling

TestPreview

e-filing w3.00iskiller, pdf
e-Filing +3PDFWriter . pdf

File name:  |2001-21234 pdf Save |
Save as type: | PDF files [*PDF) -l Cancel |

Edit Document Info. | I "iew POF File

. Name the file. Remember that if your PDF document is intended to
be part of a batch upload, there is a strict naming convention.

o Click “Save” to convert your word processing document to a PDF
document.

e  Note that your original word processing document still exists.

With the creation of your PDF file behind you, you are now ready to logon
and submit you filing to the court.
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b. Creating PDF documents from a scanning system

For those documents that must be imaged because a word-processed version does
not exist, the preferred method is to scan the document directly into PDF format
using Adobe Acrobat (from the File menu, choose Import/Scan). Scanning to a
format other than PDF (e.g., TIFF) would add both delay and labor, requiring not
only the scan but then a conversion to PDF.

There are several factors to consider when determining how the scanning will be
done. The quality of the document when scanned is determined by the level of
detail recorded by the scanner. This detail is referred to as the resolution, which
is measured by the dots per inch (dpi). A higher resolution is slower to scan (this
is dependent also on the scanner and the number of pages that are scanned) and
creates a document with a larger file size. This, in turn, will cause retrieval of the
document to be slower. Documents scanned for electronic filing in the U.S.
Bankruptcy Court for the Eastern District of California should be scanned at 300
dpi.

Another factor to consider is the mode of scanning. Almost always, it should be
done in black and white, so that the file size will be as small as possible.
However, there are some documents (those with shaded boxes, for example) that
may need grayscale instead; this, however, will produce a file that is much larger
in size than the document scanned in black and white. Never scan in color unless
absolutely necessary (perhaps for exhibits originally produced in color). This,
too, will produce a document with an extremely large file size, which will take
longer to retrieve for viewing purposes.

c. Adding PDF documents to a Zip file for batch processing.

There may be many times when it is more convenient to submit multiple files to
the court in a single batch upload. To do this, multiple PDF files must be bundled
together into a single archive file called a Zip file. These PDF files must be
named according to the naming conventions outlined in Exhibit 6. Any departure
from the naming conventions/rules will cause rejection of the submitted files.

After saving and naming your PDF files, complete the following steps to create a
Zip file using WinZip software.

e Highlight all of the files containing PDF documents you wish to
include in the batch.

e Right click and select the "WinZip" option on the expanded menu
selection, and then the "Add to Zip File" option.

12
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e (lick the "New" button and browse to the directory where you would
like your Zip file created. Enter a name for the Zip file in the "File
Name" text. Note: There is no Zip file naming convention to follow.
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e Then Click the "Add Button".

File Actions Options Help

Mew Open Favorites Add Extract View CheckOut  Wizard

Mame Type Maodified Size  Ratio
'@200l-12345-DECL-AEC-1-1.pdfE Adobe Acrobat Document  9/23/03 1:43 PM 35,627 18%
'@2001-12346-MOT-ABC-1.pdf Adobe Acrobat Document  9/23/03 1:43 PM 35,627 18%
'@ZDDl-12346-NTCH-ABC-1.pdf Adobe Acrobat Document  9/23/03 1:43 PM 35,627 18%
'E2E|Dl-12346-POS-ABC-1-1.|:Idf Adobe Acrobat Document  9/23/03 1:43 PM 35,627 18%
'@2EIDl-12346-SUP-AEC-1-1.pdf Adobe Acrobat Document  9/23/03 1:43 PM 35,627 18%

e You should now see a list of all your PDF files in the WinZip
interface's window. You will also note that a Zip file has been created
in the directory and with the name you indicated. This file is the file
you will upload to the court as a batch submission. The Zip file name

has no naming convention to follow. It is only a container for your
PDF files.

VI. Creating the Master Address List

Electronically filed master address lists shall contain a list of creditor
names and addresses, prepared in strict compliance with the Name and
Address Standards set forth in form EDC 2-190, Revised Guidelines for
the Preparation of Master Address Lists, and saved in a “pure text” format
(not delimited), such as MS-DOS text or ASCII (DOS) text, with a .txt
filename extension. Electronically filed master address lists saved in word
processing format, a delimited text format, or a generic word processor
text format or without a .txt filename extension will not be uploaded.

VII. Accessing the e-Filing System and Document Submission

With your computer turned on, execute your web browser. This is usually
accomplished by pressing an icon on your computer’s desktop. Once the
browser is running, enter the courts home web address in the box entitled
‘Address’. This box is near the top of your opening web page. The courts
Internet address is www.caeb.uscourts.gov. You will see the web page below
which is the starting point for e-Filing.

14



www.caeb.uscourts.gov
http://www.caeb.uscourts.gov

United States Bankruptcy Court
Eastern District of California

What's Hew Updated:

Site Map [ 3
Court Information b "
Judicial Conference
Local Rules Privacy Policy
Filing & Fee Information 4
Court Calendars 4 Electronic Case Records

Pre-Hearing Dispositions e-CalwebPACER —

Case Information 3
Electronic Case Filing

Published Opinions / e-CalWebFiling .E,.-

Bankruptcy Process & Programs b
Forms & Publications 4

FAQY's [

N

Direct link to 1.5, District Court, EnstenAistlict of California

Self-Service Center

Attorney Information Center

Alisiateel etvice s ’ Electronic and Batch Filing Now Afailable! Click Here!
Links 3 e-Filing of Documents That Requjfe a Fee Begins 8/2/04!

Employment Opportunities

Bankruptcy Judﬂesh/il} Opportunity
Eastern District of Californda - Sacramento/Modesto

Contact Us

From the court’s Internet home page, press th¢ Filing Electronic Case Records
ebFiling button located on the right lYand side of the page.

Electronic Ca=se Filing
e-CalWebFiling &

ou may also navigate to the eFiling web page by pressing the yellow
“Electronic Filing Now Available! Click Here!” button and choosing the
appropriate link. There are additional links on this page as well as frequently
asked questions that you may find useful.

Electronic and Batch Filing Now Available! Click Here!
e-Filing of Documents That Require a Fee Begins 8/2/04!
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ELECTRONIC CASE FILING

Usernatne: |matt

Password: ||

Submit I Clear |

Forgot your username or password?

Contact the Automation Help Desk at (916) 230-4565,

This is a restricted weh gite for Official Comrt Business ondy. Unauthorized entry is prohibited and subject to
prosecution under Title 18 of the Uited States Code. A1 activities and access attempts are loggzed.

USBC Home

Enter the Username and Password received from the court. If you do not have a
username or your password fails to log you in, please call our Help Desk. A
successful login will display the screen below.

Welcome Linda.

ELECTRONIC CASE FILING

This system shall be used only for the subrmission of documents designated for electronic
filing. The documents NOT designated for electromic filing are documents to be filed under
seal and documents filed by parties without legal representation. Unless specifically
authonzed by the court, these documents must be filed conventionally m paper form. Please
click the Help tab to wiew the hst of documents excepted from electronic fling,

Tploads may be performed in one of two ways, either as a "Single File Upload" (one
group of PDF files at a time) or as a "Batch Upload" (many PDF files batched mto one ZIP
USBC Home file). Please select the method of upload by chcking one of the buttons below.

| Single File Upload | Batch Upload |

LogOut

16



To upload documents one at a time, press the Single Upload button and follow the
instructions in section (a) below. To upload batched documents, press the “Batch
Upload” button and follow the instructions in section (b).

a. Single document submission

e-File Document e-Filing History

Welcome Linda.

ELECTRONIC FILING

Filing Tvpe: |VOIuntary Petition j
Debtor Zip Code: I Q
Document Tvpe: |——Se|e|:t Document Type-- j [ 7]
Document Subtype: |——Se|e|:t Document Subtype-- j

USBC Home
e-CalWebPACER

File(s) to Upload: I Browse... |'l3

Upload Clear

B indicates a required field. * mdicates an invalid field entry.

Before entering data, verify that the document you wish to file is eligible for e-
Filing. A list of the documents currently excepted from e-Filing is located in
Exhibit 3. You may also view the list by clicking the Help tab on the data entry
screen.

Once you have verified that the document you wish to file is eligible for e-
Filing, enter the required information according to the indicated format.

Select a document type and document subtype, if required, from the drop down

boxes. A list of available document types and document subtypes is located in
Exhibit 4.
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http://www.caeb.uscourts.gov/data/formpubs/e_filing_exhibit3.pdf
http://www.caeb.uscourts.gov/data/formpubs/e_filing_exhibit4.pdf

e-Flle Document e-Filing History " Account Management

Welcome Linda

ELECTRONIC FILING

Filing Type: | Voluntary Petition |

Debtor Zip Code: E}SEW (K]
This will be filed in the Sacramento office.

Document Type: |--Select Document Type-- -0

Saelact Document Type
Document Subtype: “oluntary Petition
“Werification of Master Address List Form
Master Address List (as text file)
Rpr—— File(s) to Upload: Statement of Sacial Security Number JE
ettt Application to Pay Fee in Installments
W aiver of Exermptions 7

USBC Home

Debtar's Plan
Rights and Responsibilities of Chapter 13 Debtars
‘Wage Order
Application for Ordar %hnnenmg Time 5
@ indicates a required field. * indicates an mvalid field entry.

Note: Document Type/Subtypes are used by the system to prioritize and
identify e-File documents. They are not used for docketing purposes.
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Press the Browse button and select your PDF file for the submission.

CTrE——
Look in: |[§ Single j = 1 cf BB

-
o
My Carnputer

21|

2DD4-20555 Mokion, doc

T 2004-20555 Mation, pdf

T ProposedCrder 2003-55555, pdf
T valp_Smithak. pdf

File name: Ivulp_S mithl k.. pdf j
Files af type: [0 Files (7 |

Open |

Cancel |
i

Welcome Linda.

ING

E
R
e

[~
Browse.. |@

office.

7

Upload

Clear

63 indicates a required feld. * mdicates an mvahd feld entry.
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URIer s e KTIpLey GOt : . b, 4
EASteTnDistrict of Califafnia = 7%k _ ; 'I"
. AN |

-

e-File Document 4 e-Filing History " Account Management Help

V Welcome Linda.
ELECTRONIC FILING
Filing Tvpe: |Vn|untary Fetition j
Debtor Zip Code: |95E!21 (7]
Thiz will be filed in the Sacramento office.
Docmment Tyvpe: |Vn|untary Fetition j 2
Docwment Subtype: I--Select Document Subtype-- j
|
File(s) to Upload: I Browse.. (€3
volp_SmithTE pdf Vaohmntary Petition Remuowve
T T
B indicates a required field. * indicates an invalid field entry.

If you failed to enter the data correctly, a submission error will occur and you will
be prompted to enter the data correctly. The submission error message is shown
below.
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Lo -

KTpIeyGourt s | = W ﬁt
District of Califotnia -“' _ u ” ' 4 : % Ml

i
e-File Document e-Filing Hmcrg.r Account Management Help

; Welcome Erick.

ELECTRONIC FILING

Submission Errors

Your submission contains errors and cannot be processed.

Please refer to the following list as an aid to correct the errors in vour submission then
resubmit.

e-Filing Error Details

File Name Error Message

- . A fils with the same filaname was ineluded in a bateh spbmitted by vou within the past 30
PINMHECREE 1G] s days. Pleass remove the fils from the batch befors resubmitting.
S0000-CIG- A file with the sams filename was included in a bateh submitted by vou within the past 30
LCummings71 txt davs. Please remove the fils from the batch befors resubmitting.
S0000-MTRX- A fils with the same filaname was included in a batch spbmitted by vou within the past 30
JCivil 71 pif davs. Pleaze remove the filz from the bateh befors resubmitting,
S0000-MTEX- A filz with the zame filename was includad in a batch submitted by vou within the past 30
LCummings71.pdf davs. Pleaze remove tha filz from the batch befors resubmitting.
- .. A filz with the same filenames was includad in 2 batch submitted by vou within the past 30
i davs. Pleaze remove the filz from the bateh befors resubmitting,
S0000-58M- A filz with the zame filenames was includad in a batch submitted by vou within the past 30
Llummings71.pdf davs. Pleaze remove the filz from the batch befors resubmitting.
ogOut < 5 e A file with the same filename was included in a batch submitted by vou within the past 30
DHRHENSE SO ol 'pdfd.a . Plzaze remove tha file from the bateh befors resubmitting.
S0000-VOLP- A filz with the same filename was includad in a batch submitted by vou within the past 30
LCummings71.pdf davs. Pleaze remove the file from the bateh baforz resubmitting.
[ Continue e-Filing ] [ Print Page l [ Finished e-Filing
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After all the required fields have been filled in, press the Submit button to send
your data to the Court. Please note that once the Submit button has been pressed,
you cannot undo the submission. Should you realize that a mistake was made,
contact the case manager assigned to your case. You have now completed the e-
File process. A message confirming that the court received your document will
appear on the screen.

Welcome Erick.

ELECTRONIC FILING

Confirmation of Document Submission

Your document(s) were uploaded successfully. Please refer to the below list for the
confirmation number and submission date of each file submitted.

e-Filing Details

Confirm No. Case No. Date Submitted
test3 pdf erick 226444880531 2001-530000 7/26/2004 1:23:09 PM >
USBC Home Please print a copy of this page for vour records and refer to the confirmation number
e.CalWebPACER indicated abhove when contacting the court concerning a particular document. If vou need

to contact the Bankruptcy Court for any reason, your confirmation mumber will provide the
court with a mechanism for locating your uploaded document.

Tou will recetve a confirmation e-mail within 24 hours.

You will also receive a second e-mail once vour e-Filed documents have been processed
LogOut and are available for viewing on the Internet.

Continue e-Filing ] [ Print Page ] [ Finished e-Filing

Press the Print Page button to print a copy of the message and confirmation
number for your records. Should there be a problem later on regarding your
filing, you may be asked for this confirmation number to aid the court in
investigating questions you might have.
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b. Batch document submission

Welcome Linda.

ELECTRONIC CASE FILING

Thiz systemn shall be used only for the submission of documents designated for electronic
filing. The documents NOT designated for electronic filing are documents to be filed under
seal and documents Hed by parties without legal representation. Unless specifically
authonzed by the court, these documents must be fled conventionally in paper form. Please
click the Help tab to wiew the lst of documents excepted from electrome filing.

Tploads may be performed in one of two ways, either as a "Single File Upload” {one
group of PDF files at a time) or as a "Batch Upload” (many PDF files batched mto one ZIP

fle). Please select the method of upload by chcking one of the buttons below.

| Single File Upload |

Batch Upload |

Many PDF files may be batched into one Zip file and uploaded by pressing the
“Batch Upload” button located on the Electronic Case Filing screen. Note: You
can access this screen at any time during the submission process by pressing the
e-File Document tab.

The Batch Submission screen will appear.
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Welcome Linda.

ELECTRONIC FILING

Batch Submissions

1. Chck the radio button for the type of batch you would like to upload.

2. Clck on the name of the specific batch to wiew more detaled mstructions on
creating your batch file.

3. Click the "Browse" button and browse to the batch you would like to upload.

4. Click the "Submit" button te upload the batch file you have selected.

= Claims

USBC Home

e.CalWebPACER " Trustee Documents

= 341 Meeting Motices

= Trustee/UST Initiated Matters

(" Motions/0Objections and Supporting Documents

" ResponsefObjection to an Existing Motion/Application

" Proposed Orders

"  ¥oluntary Petitions

{~ Chapter 7 Petitions Batched for Trustee Assignment

7 Mew Adversary Proceedings

File to Upload:

| Browse... |®

Subrnit Clear |

Click the radio button to the left of the type of batch you wish to upload. For PDF
file naming conventions and instructions on how to create a Zip file, click on the
name of the batch type or on the Help tab located near the top of the page.

After selecting a batch type, press the browse button and search for the Zip file to
upload. Then, press the Submit button to upload your batch. Please note that
once the Submit button has been pressed, you cannot undo the submission.
Should you realize that a mistake was made, contact the case manager assigned to
your case.

You have now completed the batch upload process. A message confirming that
the court received your document will appear on the screen.
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indicated above when contacting the court concerning a particular document. If you need

istrict of Califofnia T ¥ v 4 7
" *vm | T doirf --'_!'"

e-File Document | e-Filing History Account Management Help
7

wWelcome Erick.

ELECTRONIC FILING

Confirmation of Document Submission

Your document(s) were uploaded successfully. Please refer to the below list for the
confirmation number and submission date of each file submitted.

e-Filing Details

Confirm No. Date Submitted
S0000-CHEE-TCkilT L bt erick226608541760  2004-50036 7282004 104301 AM i
50000-MTRX-JCixilT1 pdf rick226608541770  2004-30056 7282004 104901 AM i)
S0000-884-ICivilT1 pé erick226608541780  2004-30036 7282004 10:4801 AM )
50000-VOLD-ICiwil 71 péf rick226608541780  2004-30056 7282004 104901 AM Q)
S0000-CHEEL CommingsT1 bt erick226608541800  2004-50057 7282004 104801 AM g
50000-MTRX -LCummingsT1 pdf erick226608541810  2004-50057 7/282004 104901 AM
50000-85N-L CommingsT1 péf erick26608541820  2004-50057  7/28/2004 104901 AM gD
50000-VOLD-LCummingsTlpdf erick226608541830  2004-50057 7/282004 104301 AM 5D

Please print a copv of this page for vour records and refer to the confirmation number

to contact the Banloruptey Court for any reason, vour confirmation number will provide the
court with a mechanism for locating yvour uploaded document.

You will recefve a confirmation e-mail within 24 hours.

You will also receive a second e-mail once vour e-Filed documents have been processed
and are available for viewing on the Internet.

Continue e-Filing ] ’ Print Page ] ’ Finished e-Filing

Specifics regarding each of the documents contained in your batch submission
may be viewed by pressing the red Info buttons to the right of the confirmation
number. You should print a copy of this page for your records.

After printing this page, you may submit additional documents for filing, check
the status or history of electronically filed documents, or exit the program. You
may do this anytime day or night, for documents submitted by you, or, if a
member of a firm, for any documents submitted by a member of the firm.

To check the filing status or history of any submission, click the e-Filing History
tab. The e-Filing history will appear on the screen. If you are a member of a firm
you may check the filing status or submission history for the entire firm or for
yourself individually. If you are not a member of a firm, you will only be allowed
to check the history for yourself. You will also be allowed to limit the number of
submissions that appear on screen by selecting a range of days for viewing.
Information concerning your submissions will appear in case order and the status
of each will be shown in the far right column. Possible statuses are
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SUBMITTED, PROCESSING, DOCKETED, SUCCESSFUL, and DELETED.
Please see the table below for explanations of the document processing workflow.

Status Workflow Explanations

SUBMITTED | You have pressed the Submit button and your submission has been
received by the court and is waiting processing.

PROCESSING | The process of electronically file stamping and moving your submission
into our image system has begun. An e-mail containing the
confirmation number, the filed date, and a summary of the submission
details will be sent to the filer. See Exhibit 5.

DOCKETED | The docketing of your submission is complete.

SUCCESSFUL | Your submission is complete and available on the internet. An email will
be sent to the filer and to designated parties. See section VII, Exhibit 5.

DELETED The submission has been deleted by the case manager.

USBC Home

e-CalWWebPACER

LogOut

Help

Welcome Linda.

ELECTRONIC CASE FILING

e-Filing Submission History

Select whose e-Filing subtmission history you wish to wmew. Etther your mdrwidual submission history
ot your firm's or compaty's submission history,

Linda Padon History LUSBC-CAE History |

Linda Padon Submission History Print History Submission Period: ILast 7 Days 'l
Adversary # Doc Type Doc Subtype

2004-25883 Vaohintary Petition STEMITTED

If you have completed all e-Filing submissions for the current session, press the
“Finished e-Filing” button to exit the application.
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VIII. Post Document Submission
Documents submitted electronically will be processed at specified intervals throughout
the work day. During processing, a filed stamp will be affixed to the imaged document.

FILED

July 21, 2003

CLERK, U.S. BANKRUPTCY CCURT
EASTERN DISTRICT QOF CALIFCORNIA

0000123134

When processing is complete and the imaged document is available on WebPACER, the
filer and any other registered users of the electronic filing system who have appeared in
the case will be sent a Notice of Electronic Filing e-mail message containing document
submission and docketing information, as well as hyperlinks the document. One of the
hyperlinks bypasses the WebPACER billing system and provides “one free look™ at the
document in either Tiff or PDF format. The “free look™ hyperlink may be used only once
and will expire after 30 days if not used. The second link provides access to the
document through the WebPACER billing system. Although the second link will not
expire and may be used more than once, you will be charged $.07 per page to access a
document using it.

For a Proposed Order, you will receive the Notice of Electronic Filing after it has been
signed by the Judge.

You will not receive a Notice of Electronic Filing for a Statement of Social Security
because they are “submitted” rather than “filed” and are not part of the case file available
to the parties, bar and the public.

Some Internet browser or e-mail settings may insert the web site addresses (URL) for the
Tiff and PDF “free look™ documents in the text of the Notice of Electronic Filing. If you
receive an error message such as “The page cannot be displayed” or ““...must supply
docno or claimno” when you click a URL (instead of the Tiff or PDF hyperlink) in the
Notice of Electronic Filing message text, highlight the entire URL (it may span two or
more lines), copy it, paste it on the Internet address line near the top of your browser
screen, and press return on the keyboard. This should link you to the document. If the
URL in text is only partially displayed as an active link (some of the text is on a second
line, is not underlined and is a different color than underlined text), you may also be able
to access the document by integrating the second line of the URL with the first by
removing the line break or carriage return at the end of the first line. When this is
properly done, the entire text of the URL will be the same color, underlined and when
clicked, will link you to the document.

Electronic filers will also receive notice of deficient e-Filed documents. Continued

failure to properly prepare e-Filed documents may result in suspension or revocation of
e-Filing privileges.
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